Arlene B. Ramos

OBJECTIVE


Subject: Administrator/Secretary/Receptionist/Assistant Accountant
I desire to apply for the above mentioned subject wherein my knowledge of the office support will be employed. I look to grow in a vibrant environment wherein I can further my career at the same time, benefiting the company that will provide compensation proportionate to my abilities

EDUCATION
Bachelor of Science in Nursing, 2005
Our Lady of Fatima University, Philippines
Certified Computerized Accountancy 

Zabeel Cultural Institute, Dubai UAE


SKILLS
MS Office Applications e.g. Word, Excel, etc
Bookkeeping / Accounting / Financial Statements preparation / Secretarial / Administrative

WORK EXPERIENCES

       Sigma Star Equipment and Machinery Trading LLC/Rampco Oil and Gas Contracting 
       Office Administrator cum Accountant Feb 8, 2014- March 24, 2016
      Duties & Responsibilities
· Prepares LPO, Invoices, Receipts and Payments Voucher.

· Handle accounts, make bank deposits and withdrawals, maintain ledgers, pay bills, prepare financial statement and reports using MS Excel and Quickbooks,
· Reconcile bank account, Handle petty cash or set up cash box for office expenses, collect funds,

· Prepare purchase order for items in accordance with procedures  
· Prepare payroll.

· Prepare and maintain company letters and arranging appointments

· Booking of Airline Ticket, Hotels and visa for Managing Director and Staffs

· Perform clerical/ administrative functions. Enter date, type, generate work orders, handle phone calls and incoming mail, maintain files, prepare correspondence and reports, 

· Prepare the documents for Application/Renewal of Employment Visa, Company License, permit registration, and other legal company matters.

Intelligent Systems General Trading LLC, Dubai, UAE
Mar 2007 – Dec 2. 2013
Secretary cum Assistant Accountant
Duties & responsibilities 
· Receive, direct and relay telephone messages and fax messages

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference telephone calls

· Maintain an adequate inventory of office supplies

· Respond to public inquiries
· Prepare correspondence/ letters.
· Create, transcribe, and distribute meeting agendas and minutes. 
· Preparing for Export & Import documentation i.e. Invoice (Commercial & Performa), Packing List and Bill of Lading draft.

· Ensures every insurance policy covered for sea/air Export shipment.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 
· Post daily transactions on a ledger.

· Takes charge of complete bookkeeping and accounting.

· Responsible for the preparation of Sales Invoices & Credit notes.

· Sending the payable and receivable figures to the Managing Director.

· Update & kept track of Sales Invoice and Credit Note after the actual delivery of the items.

· Maintains the file of PV (Payment Voucher, RV (Receivables Voucher), JV (Journal Voucher), PU (Purchases) given by the General Account.

· Maintains the proper filing of the Company Accounts Statements and Managing Directors Credit cards.

· Organize business itineraries, visa for every countries & travel arrangements of the managers & staff.

· Implement proper maintenance and safeguard of accounting files and supporting references.

· Perform financial calculation such as amounts due, interest charges, balances, rebates and discounts,

· Processed and monitor all payables in the system.

· Prepare schedule of payments, issue checks and released signed checks to the respective payees.

· Record payments and collections by issuing Official Receipts or Invoices.

· Monitor the existing bank account balances.

· Ensure timely collection of payments and completeness of billings.

· Ensure that confidential and restricted documents are properly handled.

Prestige Promotion Inc (Unilever), Philippines
        

Sep 2006 – Jan 2007

Receptionist / Secretary
Duties & responsibilities
· Welcoming and greeting guests upon their visit,

· Handle inquiries and queries.

· Maintaining the cleanliness of reception area..

· Answer phone calls.

· Making of correspondences or letters, arranging meetings and faxing.

· Monitor and check the office supplies and confectioneries.

· Encoding and filing all the documents.

· Make sure of the proper maintenance for office equipments i.e photocopier, printers, computers and faxes. 

· Perform other duties related to the office or administrative matters assigned from time to time.

Duque General Hospital, Philippines
        


Nov 2005 – Mar 2006

Assistant Nurse
Duties & responsibilities
· Admitting and assisting patients.

· Monitoring and tracking vital signs. (Taking the blood pressure, temperature and pulse of the patients.)

· Assist patient and provide accurate information.

· Develop nursing care plan.

· Preparation of medicine.

· Observe patients' physical, mental and emotional conditions.

· Quality work assurance and team work.

· Perform duties and honest service.


TRAININGS:

Jul 2008

How to be an Effective Administrator/Executive Secretary 



Career Development Plan- Focused on Dubai Job Market




Dubai, UAE


PERSONAL INFORMATION:

Date of birth  
:
July 26, 1984

Nationality 

:
Filipino

Marital Status
:
Married
Languages
   
:
English, Basic Farsi, Tagalog
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